Abdul Latif Abro 


Address: House No.101 Block-D-1 New Gulshane Jamali Mohallah Near 
Jamali Bridge Super Highway Karachi. 
Cell: 03063477470 
Email: latifabro123@gmail.com 


Objectives: 
Short Term: To work at the higher position and to enrich academic knowledge with the practical 
modern Management practices at a reputable organization. 
LongTerm: Utilize the acquired knowledge for personal career development 
simultaneously benefiting the organization | work for as the higher 
management position. 


Professional Skills Highlights 
Teamwork Skills, Problem Solving Skills, Report Writing Skills 
Project Management, Dedication and Collaboration 
Management Skills. Effectively Overseeing 
Delegating Tasks Helps to Maximize Time, Resources and Productivity 
Written And Verbal Communication Skills 
Adaptability & Creativity & Visionary Leadership 
Extroversion, People skills, Negotiation 
Public speaking, Openness 


Experience: 


Registration and Examination - PAFKIET (PAF- Karachi Institute of Economics & Technology) 
(Jan 2016 to Jan 2020) 


Responsible for; 


Administration of exam preparation and arrangements 

Administration of Amanuensis provisions for students during examination periods 

Co-ordination of moderation of exam papers by external examiners 

Administrative support associated with SITS (Module Registration / Assessment system) 
Administrative support for the Academic Misconduct Panel (Plagiarism / Collusion / Cheating etc) 
Administrative support for Course Committee meetings 

Administrative support for Course Assessment Boards 

Administrative support for Graduation 

Support Timetable Administrator in the preparation of teaching timetable and room bookings 

Provide amanuensis support (Scribe / Reader / Invigilator) during the examination periods 

Deal with telephone enquiries to the Department, both internal and external 

To deal tactfully and effectively with academic staff, students, support staff, external examiners and 
visitors 

To maintain the confidentiality and security of examination papers, results and other sensitive 
information; 

Carry out routine administrative duties, as directed by (Head of Examinations) or nominee, accurately 
and efficiently Maintains developmental contracts for deferred students and students on academic 


probation 

Processes and maintains applications and workflows from students for inter-college transfers, 
withdrawals, re-enrolments, readmissions & program/major changes 

Processes and audits workflows for special grades (e.g. Placement, Transfer credit and Exemptions) 
Liaises with the college portal administrator on registration issues 

Liaises with supervisors and administrative assistants in planning meetings with students 

Visits classes to update students on academic policies and procedures 


Assistant /Academic Officer - PAFKIET (PAF- Karachi Institute of Economics & Technology) 
(Feb 2010 to Dec- 
2015) 


Responsible for; 

Worked as the Assistant Academic officer than promoted as the academic officer. 

To prepare arrangements for, attend and record minutes, where required, any specified meetings 
(such as Programme Committees, etc.) or meetings with external bodies such as the QAA, where the 
input and experience of the Academic Officer is required in order to maintain and enhance the quality 
of the curriculum area and thus student experience. 

Support the functions and processes associated with the delivery, monitoring and assessment of 
academic programmes to the required quality standards 

Attend and take minutes at appropriate academic programme meetings 

Effective maintenance of student records, including attendance, progression and grades 

Assist with the development and implementation of assessment/examination schedules plus the 
invigilation process 

Contribute to the monitoring and review of pastoral and academic support for all the students 

Assist with providing timely and accurate management information as required by the Academic 
Program Manager to Contribute to the development of a collaborative working environment to 
maintain and enhance the quality of the student learning experience and the working conditions of 
Centre staff 

Effective maintenance of student records, including attendance, progression and grades. 

Assist with the development and implementation of assessment/examination schedules plus the 
invigilation process. 

Contribute to the monitoring and review of pastoral and academic support for all the students. 

Help prepare reports, presentations, and data. Manage and maintain files, records, and 
correspondence for meetings. Type documents, drafts, and reports. 


Qualifications Master: M.A (Economics) Shah Abdul Latif University Khairpur Mirus 
Bachelors: B.Sc. (Science) Shah Abdul Latif University Khairpur Mirus 
Intermediate: (Science)  B.I.S.E, Larkana 


Matriculation: (Science) B.I.S.E Larkana 


% % % % 


Specifications 


To have a good standard of educational achievement 

To be able to demonstrate a high level of organisational skills, including multi-tasking and prioritizing 
a full workload, in order to work effectively whilst under pressure 

The ability to communicate effectively with students and staff will be required for this role, using 
strong interpersonal skills. 


Good general IT skills, including experience in the use of Microsoft Software (Word, Excel, PowerPoint) 
and a large multi-user database 

Keen attention to detail and high levels of accuracy 

Motivation and drive to work enthusiastically in an administrative role within an educational setting 
Flexibility in terms of working hours and adapting to any changes in the working environment. 


Career Achievements 


% 1st Promotion to Academic Officer From 18-Mar-2015 to 31-Dec-2015 in Academics 
Department 

% 2nd Promotion to Registration and Examination Officer from 01-Jan-2016 to 27- 
Jan2020. 


Computer Skills 
* One Year (D.I.T) in Computer Science from Trade Testing Board of Board of Karachi. 
% One Year (B.I.T) in Windows Ms Office, Excel, Word, Power Point, Fox Pro, Visual basic Etc. 
% Hardware and Software in System Supporting and Networking, Installing, Software, Etc. 
% MS OFFICE, SPSS, Oracle, Google Drive 


Interests 
Coaching & Mentoring, Willing to learn new skills, Researching, Administration 


Languages 
Urdu, English, Sindhi 


Personal Profile 

% Fathers Name: Manzoor Ali Abro 
Surname: Abro 
Date of Birth: 01-Feb-1989 
Material Status: Married 
Religion: Islam 
Nationality: Pakistani 


% % % % % 


Reference 
Available upon request. 


